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SUBJECT : Initial Cutdelines Revarding Inplementation of the 
TE Tig | Memorandum on Establisizsent of Carcer 
5 Saryice Panels for Secretarial ami Clerical 
Pexsomel 
REPERENCES > {a} Malti adse memo fr DICT ded 13 Apr 78 re 
= Sane supiect ; a 
fh) Multi adse memo fr DECI dtd 7 Apr 78, subj: 
Uniform Fremotion Systen 
1. To assist you in satistying the initial requirement contain 


Re, 
in referonce ae in accord with Provisions contained in reference () 


a, Ystablish Career Service and Suberovp panel structures, 
as appropriate, to size and composition of the secretarial and clerical 
explovee occupational groves wi thin the Career Service 


be Jstines are offered for completion of actions required - 
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h. Identify members to serve cn these panels. Panel isembers 
shed be at lcast tro grades higher and must be at least one frade 
higher than the highest srade le syel of the personnel to be administere red 
by the parel. 

c. Plans should be made for the transfer of jurisdiction for 
senbor secratarial pe persomel ae “oS S- 38 ead aroyve ta the Career Service 
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d. Provide tae irector of Persmmel with a2 com of your 
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imylerentation plans and action 3 taken in reetinz Chis initial requirs- 
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ibility is currently fired with Carver Srberoms. 
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2. Tt is recognized thar full develooment of your imme SCeATItLon 
actions relative to the secretarial and clerical panels wild require 
additional tire beyond 15 Ney 1973. At this point a tarret date has 
not been set for full operation of these ney panel Systers. Ad thoral 
Ses icy Seterninations are necessary before the Office of Personnel can 
Svide you with more detaiied mnidance. In the x meantine, we expect 
te. develeo a Career Service Grade Authorization foe data base 
applicable to secretarial and clerical versomel. This will proyi de 
you with the marber of allowances available for cach grade level for 


Secretarial and clerical employees. 
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